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LERYI OF OVERARAS TOURS (F DUTY

T+ ie incressingly desirsdle to standardize as much as possible
mmwmmtm'ww&'mmmwwmm.
Several of the Cereer Services have in the pest adhered rather strictly to
a two-yesr tour of duty in oxder to insure thet the maxlmun member of hey
pecple received the bemefits «f overseas service, This dbjective has been
veeks are required after sn employee reaches his oversess post befare he is
sble %o samume full responsibilities and that his last few wecks before
Wﬁmfarthemﬁmmmmwmmgatﬂmywrtowm
many cases io not econcmical. It is believed that in most ingtances the
best interests of the Organization would be served by having employees
either extend thelr towrs for a third year or come to the States on lsave
following overseas assigment and return to their posts for o second two-
year tour of duty. However, 1t is basieally sound to meke infitial sasign-
flexibility to both

ments for a two-year towr of duty 1s order to grovide
the (rganisation and the employes ﬁf@mmaﬁa&liﬁ appears
dagireble Lo limit the tour of duty to two years.

spt Tor posts shere, for bardshlp or other special resmsons, &
towr shorter than two yeers has been adopted, perscane) will contimm to be
assiged to overseas posts initially for two-yeer tours of duly. 3ometime

efter the campletion of ong year and before the completion of 15 monthe of
sens duty a decision should be made by the Head of the Career Service

ORN This document Is part of an Infegrated
. file. If separated from the file it must he
subjected to individual systematic review,
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1. The smployes rotums homs On 2 POIRAGEDS
basis at the end of the two-yesr tour,
2. Extends his towr for o third yesr, oF
3 MRM%mm%mpm for & second
tuo-yenr tour of Buty.
%ﬁmﬁfmzm.mtmeWa&h&ﬁﬁﬁM«
daticon concerming the length of an empioyee’s tour; teking into constéeration
MMW@¢MﬁMWWm&mmm& he mppropriate
baged on the need cr deairebility of the

Cayoer Board will sedoe its dotlifucs
services of the employee in another sssigmment or the peed to assign apother
Wmmmmﬁmmrwsﬁmﬂ In all cases, the Caresr
M%ﬁmmmwgmmm:mwwmﬁmwmammm&
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In twe recent deciasions, the Hosdquarters Board of Jurvey found it neceg.

4 that the approving suthority disapprove =i employee's
c}a:l.m for relmbursenent for loss of his personal end housshold effects DY

five, The WﬁMW%@mmﬂmmwmmmﬁf
the lack of insurance coverage. The cirmmstances of thess aisapproved
clatms end Orgenization policy for honoring claims sve cumwmrized here 1o
remind Organizaticn personmel of the neceasity for making appropriate
ancements to protect their privete property.
A5 @ general Tulé, clvilisn departments and orpanizations have no

statutory authority to pay clatme for damege or loss of private property.

Insurence coverage is the personal reaponsibliity of the individual esployess,
‘ ingt loss. Accord-
pnse, 1f thoy desire protection agningt los

ingly, employess of this {rganization

xt the rigk

mmmirmmww agal

of loss or dmmsge while in transit, storsge, quarters, or other authorized
places and situstions, 1fmmmmmwmmwaw that risk.
The WWWM&Mmﬁ&e inmursnce for such Rrposcs and the fact

that the Organization provides services and ayrangemevis, and

accepts custody, for storege, ete., Goes not mean thed the Orpanization

socepts total responsidility for the property.

i J%ﬂﬂ ,
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In accordance with the provisions of Raen{ | special claims may

25X1A
e submitted to the Organisation on mcmmﬁ of the loss, denage, destruction,

capture, cr sbanionment of MWW property, which ceourped without

e on the part of the cwner. These claims will be homored vhen the

reviewing suthorities determine that cpersticnal circumstances or poourity |
factors divestly relsted to Organizetion service Justify veisbursement from \
confidentiel funds. In the adsence of insurance coverage, o elsim will not be |
honored unless (1) seourity, cowver, or sxtenusting clroumstances precivded !
proper insursnce coverage, or (2) pegligence on the part of the Orgenization ‘
is determined to be the principsl ceuse of loss, ov (3} the lcss is a direct result of ‘
performsnce of operational duty, sensitive circumstences, or other extracrdinary ’ll

ressons which merit special considerstion. If the property was inesured, a elaim
will be honored by the Organinstion | | 25x1C

<1‘!‘

Approved For Release 2002/05/01 : CIA Rﬁ 8-04724A000200050010-8




e THTRNE ' 8

25X1C

Approved F:_r Release 2002!05] :i:%gé%?%m:OWAOOOZOOOSOM0-8

Wit

o the firet of the two disspproved claims referred to shove, an
wﬁmmwm overgess and the Orgsnization provided
mﬂm%%w}wmaﬂmfmm&wmwﬁfmﬁ

serty by & comercial storsge COmpEIY, at Organization expense. The
Wmmmmmwmmkemmmmmw
thet perscnsl responsibility. fie mistakenly sesumed that the Organization
waa seoepting total mmimmtymmwmmmaamw

v in regard to inmuence. Some tize ister, the storage COD~

tpgctorts wavehouse was destroyed by five, The contractor denied negligenco

and diselatmsd responaibility for the loms of the amployee's peopery,

(worth several thoussnd Gollars) because the fire was probebly ettributsble
to e boy srsonist. mm&mmmwmmﬁaym
Organization because (1)} there wes no Crganization responsibility for the
property or loss thereof, and (2) the claimant wsa not preciuded by
gequrity wwmmttw:m&mwﬁﬁhg'emmm
contyactor's dental theough legal sotion, WWWW&MWW
insurer, snd (3} the clatmant Pailed to cerry insurence.

In the other 4leapproved olsim, the Organisation 2
exployes for rentsl of & private 1o0al residencs which he leased near his

wivavaed the

ik
ol gwe v 0T
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oversess poat, sod the Crganization provided hesters for his benefit. A fire
destroyed the residence end all of the amployee’s elothing and housebold
effocts valued at several thousand dollars. The exact couso of the fire wes
mmmwmm,mm local fire departmomt reported that the
most 1lkely cause was possibly o defective heater. Athough the Cladms Soard
mmmm«mmmm@mswtﬁs loga, 1t was
necessary to &isapprove the claim becwmuse:

A1}, The Organizetion had no custodial responsibility for the property
and oo meintensnce responsidility for the hesters cr quarters, even though

There was no evidence to indicate that the heaters were defective when lseued.
42),The claiment failed to carry inswance. The ctrowmstances of his

cover would not have precinded his meking a clainm sgainst a private insurer.
43}, e 1086 was not related to security or cover factors of Organization

25X1

gayvion,
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Puring the psat #4ve months the Organisstion has sdopted 93 employee
suggestions for vhieh the Buggestion Awards Committee has peid evards
toteling 42,355, The individusl ewards ranged from letters of Apprecia-
tion to $600. The suggertions Aescribed below represent caloulated net
tangible savings to this Orgsnization of ovar $22,808 for the first full
year of operation, plus mauy intangible benefiis, In sddition to the
¢ash swards, esch perscn received s formel Istter of Compendation, & QOpY
of whieh vent into his Offieiel Personnel Folder.

One suggester, vho coasistently sends in good ldeas, sarned $345
for his proposal to use s chemper quality of paper fur rev roports, thus
achieving tangidle savings of §h,620.

Anothor perscn proposed a soluticn to & techniecal communications
problem involving the NENS 966 Yideo Paich Cord, Withine six-sonths
period, spprowimstely 50 per tent of the Model 966 cords had falled,
prmmmwtmmumwmwuwnmmnmmam
aector vhen effecting o discomnect. The suggester febricated a better
hand-hodd, Although the proposed wodificstion vas not considered practical
for genorsl use the suzpesiion caused the mmmwr to modify the design,
asd to agree to pupply 40 the Orgsnimation; free of charge, modificntion
kits for each of the conmectors purchesed. The suggester eswrned & cash
avard of $50 for his eomtribution.

One seployee wodified the pmtnwmﬁ light tebles pressntly used
vy photo interpretars in the inspection, editing, and evalustion of 1l

P

;.’,Mﬂﬁpn-ouzmooozooosom0-8
NQFORN
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tressparencias. Maﬁmwumaﬁma&m&wm
surface, long horizontal scratches are mads in the sensitive Filz emulsion,
resulting in s varked decresse in the subsequent utility of the film, In
sttacking this problem, the suggester deslgned ard built & Mylar conveyer
velt to rotste around idls rollers. Thus, the fils rides on the belt and
paver comen in eontact with any other ohject. This new method of spooling
£43n has reduced the wear and tear of transparencies by 80 per(pent.
suggester has received $500 so far, and credit has also gome 1o his two
gupervisors vho vere seiive in helping him design and build this device,

His patent rights have been established through the Organization's Patent
Board snd that Boerd has alsc applied to the United States Patent Office
for o patent for him. It is believed that when the devies iz marketed, addd-
ticnel svards will be fortheoming through more extended use by other Mma—
went sgencies and by comercisl flrms.

A significent nev technigue for aierefilning snd photostating Yocks 1a
the use of @ bockeholder with foam rubber pedding. I this proecedure 1t ia
necesgary to meintaein the copy plane sbsolutely paralliel to the fils plane.
Ine Posn yubber serves a8 a balencing cushion and automatically drings the
magmmm@mwmmumwmmpmwmtmk
The person who proposed thie received an sward of $150.

One snalyst showed m great desl of ingemuity in sdspting the use of &
20-pover sterecscoplc microscope to snalyse mimite sbiects on aerial photo-
grephs. There was on the market no sterco-microscope adapted for the photo-
graphic stereo viewing. The suggeater realized the need for this type of
instrusent was very pressing, and his effort made possible the use of this

imstyument about 1B menths, before 4 m commereially. The Committee
Approved For Release 200270 " R PVS 04724A000200050010-8
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voted & §50 evard fer this ides, ! Y
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One parson proposed that{the igamctm_gfw 1848 ti&*% the um 25X1A
tables in darkrooms be equipped with s secen? Mght (e red safaﬁ@t}f Jr}\

which facilitated large-quantity productioms.

Another suggester eamns2 an sward of $40 for him propossl o use &
arcial profuct 1n printing operstions az & Pomtain stoh end
a2 & plate etch, 7This ides caught fire and adiitional awsrds may be
forthooming from its use in other Qovernment egemetes.

Ancther group of suggestions helped to eut out unnesesssry adminis-
trative and clovica) red tape.

The proposal for the disgontinuance of dateeatanping on certain nevly
ersated lndex cards earned au award of 430 foir the suggester who had
sbaerved that this practice had ocutgrown its usefulness. The cavings
realized sxre estimnted ¢5 be $330 anmisl rental for 't;iw Mﬁﬁﬁg’*ﬁ%ﬁ'@ﬁ

Tickowater and approxinatel, #2410 o yeoe /o salar for th
'mmm» operatir. / 4

A streanlining of procedures vhich effected simltenecus distribution
of requests for security approvels for one category of persoanel has cut
down the tlve lag by seversl weeks snd merited an avard of $50.

A shortecut in desensitizing documents beering & certain eonprnione
tions indieator vea devised. The suggester proposed thet extra eoples of
sbstracts be furnished to facilitate the desensitizing procedure,

S e L
xS

In the Cable Seerstariat, where increasing files Mﬂﬂ“ referance

» 3u
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eards posed serious spucs and saintenance probvlens, a proposal that the
information be transferved to Flsxoline Strips. earped the suggester $100,

Gur gontisuing intorest in lsproving security prompted

»anmwm-mmzmﬂsmmwim
with s sentral storege place for the retention of vital personul unelasgie
fie4 papers such as vills, werrisge certificates, mortgages,snd insurance
polteies; end clisssified and unalassified papers of a4 personal or guasi«
personsl nature shich the ezmployee will need to re-ootablish himsell at
headquarters. w¥hen this idea was adopted the Committes voted an swaxd of
#75 to be shared equally by the three employees,

These practical ldeas comtribute to the efficiency of cur operations
and 1% i3 hoped will stimlste other worthwhile suggestions from our
resiers.

Plense vememder to sdvise the Exeoutive Secretary, Suggestion m
Committee, if sny of the above suggestions ave ussble in your office,

CUNFICERTIAL
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Under Public Lew 126, Government employees or military personnel
returning home, under permanent -change-of -station orders, mey be
alloved free entry of thelr mutomobliles, provided they have served

overseas for at leagt 140 days of coptinucus duty assigoment

An automobile purchased sbrosd and zent home before Covernmemt
orders are fssued or a car purchased dut not in the employes's powses-
sicn will not be entitled t¢ free entry under Public law 1856,

The word “possession”, ms used Wy Buoremu of Customs, mesns either

physicel possession or & right to immediate possession at the pouint of

parchase,. This would ususlly meen the presence of the subomoblile in
the showrcom or warehouse of the gzeller within the city vhere the
purchase woos mede, so that the buyer could take possesaion 1 he so
degired, rather than having the deser ship the antamcbile,

Several Orgenization employeess, ondering sutcmobiles from points
in the Par Bast for shipment frum Burcpe, have been required to pay
import duty on the automebiles. This duty wea assessed becanse the
employee 414 not hove possession of the awtomcbile nor the vight to
immediate possession at the place of purchese.

To prevent financial hardshiy, emplioyees who intend to purchase
sutomoblles sbrosd should acquaint themselves with customs requirements
before purchase and shipment. Informetion on specific problesms ney be

W PEE
&

34 o4
e BaG
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neavest United States Consulsy Office, or cne of the offices listed

below:
The Tressury Attache, American Eshessy, London, Eaglsnd
United Stetes Treagury Representatives (Customs) at

American Conpulate Gensral, Milan, Italy
Aperican Snbagsy, Paris, Francs

Qs wﬂjl
ARV

okl féf_"’
ciPiend 8 EEAL
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IT'S INCOME TAX TIME

Raporting and paying of incoms texes are the persocnal responeibility
of the individusl esployee. We have a &irect concern, however, in an
employee's failure to meet his legal obligations provptly snd in a meuner
compatible with his covey status, becsuse of the gecurity snd cover harards
involved, Enployees overscas sspecially should fwailiarise themselves with
the reguirenents of States or other taxing Juriedictione to which they uay
bave gbligations.

Yedoral tax veturns and estimated returns sre dus 15 April 1959, U.8.
citizens 1iving oversess on 15 April have until 15 Jume 1953 to file, pro-
vided thay pay six pex/ tent interest on the tax dve fyom 15 April until the
laformation through his sdwinistrative mtm.@t chief of installation,
through the local enbasay, or if necessary by direet corvespondenece with a
partioulsr taxing juerisdiction.

25X1C

Sows new provisionn of S Federsl tax law of importause to exployees
et Approved For ReIeaseMJMﬂR[}P78-04724A000200050010-8
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1. The techmical requivement to Include as income amounts recelived
as relsbursements for travel expenses and to deduct therefyom
sctusl expenses doss not epply to employees reveiving per dism
aot over $15 per day or mileage not exseeding 124 cents per
mile for travel withia the comtinentsl U.8. Also, the require-
ment doas not apply to travel outelde the continental U.8. if
the per dlem 15 not move than 125 pox dent of the per diem rates
speeified in the Btandardized Government Travel Regulations,
Appendix I, revised, sad ulso stated faRandl | |
R The simplified Form 10WOA may now be used if the grose inecme is
less than $10,000, is reported om Forms W2 with no more than $200
of other wages, interest, and dividends, snd the standard (10 perconi)

25X1A

25X1C
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25X1C
25X1A
Botice No. [ | 4ated 16 Jamuary 1959, and Book Dispatch No.
10TY, dated 30 Japuury 1959, provide sdditiomal {otormation. Tastructions
25X1C  gop #4ding[ | tex returns sre conteined il | dated 12 Merch
+20K1A 1955, and| | dated 26 Novesber 195k, aud change 1 thereto dsted

13 April 1935.

CONEIENTIAL
NOGFORN
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CHAMDES IN DIFFERSNTIALS

tin
WWI.J | ceomenting

on reductions in forelign post aifferentinl rctes. Crppamications have at
times contained statementa that such peductions represent a "breach of
faith” inssswh a5 the individual scospted employment at a particuler

to pericdic revision. WMWM&memm
taking exception to later changes in sllowsnces. Accordingly, PeTs crnal

1, The differential is comsidered to be e bopus in the form of
m~gmmmmmmﬁewumsmmm,
and 88 guch 1t is subject o income tax.

5, Differestisls are caloulated upon criteris prescris

statutes and Exeeutive order, which provide that o differentisl
may be sutherized when, and only vhen, living comditions ot &
mmwmxmmuﬁmmﬁmmmm,
particularly vhen & post tmpoges extreordinarily irficult living
conditicns, excessive physical hardships, or notably wohealthiful

coviitions. o
RN

ipx
£

g
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3. ALL Poreipgn assignmerts are expected to involve sowe difference
in lving oonditions in coeparison with those in our coumtry.
Guly vioem this dlffexence develops bardship to a predeternined
minieom is o 30 pereent differential wmrrsobed. Busecssively

roater degroes of difference resull in differentials of 15 perommt,

e Differentisls are s recruitment and retention ince
personnel who are willing to scoept sasigmments involving wmisusl
bardshipe. NHevertheless, reviswe must be undartaien periodically
to determine the need for continumnce. By order, a review is
required et least mmumlly of the places designeted, the mates
Tixed, and the regulations prescribed, to insure that the psyment
of additional compemsation ocomtimues only while eonditions Justify
this payment snd that the mwaads do not in eny instance exceod
vhat is Sustified.

5. Differentisl retes are accordingly revised when pericdic reviews
disclose changes in living comditions. Reviews may disclose a
sprovenment st & post, yet the current degree of lmprove-

ment mey not be sufficient to warrant en ate dsorease in the
differential. However, sn acoumlation of gredual lmprovements
dng reviovs may be the besis for e decreass
later date. Such a decresse could become effective while an
individual 1s ex rcute to the post or shorbly after arrivel.
It is believed a Detter understending of the purpose snd basis for
determining foreign post differentinis will bemefit all concerned.

Approved For Release 2002/05/01 :: CIA-ROP78-04724A000200050010-8
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Remewier the poen, %wmafsml, a shoe wes lowt; Por went
of & shoe, a horse wag logt; ete.™ Well, for want of & timely notifi.
eation dooument i the hands of the poyroll office, sosetimes an individ
apaat resuite,

ual's pay gets "lost” spd no selary is paild, an erranecus j

or a speciel peyroll mast be procesassd on his behalf.
Payroll offices cen effect pay changes only upon réceipt of proper

notifications, whether «fficisl persomnel notifications or notices affecting

only carrent all et ox allotiemts. The correciness and timeliness of

notifieations from Doth field station and hesdquarters sdministretive

L aye especlally important regarding sepavations in the field,

changes in status sffecting alloawmnces computed st headquarters

in £i01d allotments,

, cloarance poepers

on persconel departing the field, ete.

At beadquarters and in the f1eld, personne)l officers and administrs -
tive officeys responsible for initisting requests for perconoel actions
should anticipate, whenever possible, the effective dates required by such
requeste and allow time for their processing. Eapecially fm
beadquarters sre persoonel actions sffecting resssigwents between funds.
Individusls paid from vouchersd funds cannot| |begin BCS trevel
to an overseas atation without first being remssisned to confidential funds.
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sotioe as yossible to the payroll offices in ordar to avold erronecus
payzents requiring adjustment. After receipt of & reguest for o pevsonme
asticn in the Office of Perscunel, time is required to prepsse, process,
authenticate, and dlstribute the pevscimel notification form to the peyroll
offices affected; hence the need to suticipate the effective date.

The enployee whose pay is affected will sspecinlly sppreciabs
dolehesrted nssistance of a1l administrative officials. Coopes
pay from getting "lost®:)

« % 5% RBY

4
4
=z
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CREINT URION

recommended st its enmal meeting on 20 Jenuary 1959 the peyment of &
4.5 peresnt dividend for the year 1558, vhich was approved by the medber.
ship. This lg especislly gretifying asince this dividend yleld is one of
the highest pald by smy compearshle Federsl Credit Union in the entire
Bighiighting the activities of the yeer were the following:

i, The compendaticn received from the Federwl Credit Union
Beapiners for the excellent menagement which largely contributed
icans to our employees. Our rates sxe lower than the prevailing
retes of comparable Washingion aves credit unfone:

2. The excellent rate reslized by the BUIY on loans made
o cther credit unions and to the large portfolic of federally

ureld savings and loan zssocistions from cosst to cocast)

3. The extremely lov delinquency rute (2.06 pexvent),
which iz one of the very lowest in this ares, the nom being
& 3.5 percent to € pevcent dslinquency;

4. Fipally, a new and importent milestone in pasaing the
£5,000,000 mexk in assets. This growth is history-meking since
ve have now become one of the 15 largest out of 9,000 federslly
chartered credit uwnions in the United States. In resching this
goal, our Credit Undon’s essets heave quadrupled since 1 Jsmwry 1953.

Approved For Release 2002/05/ L1
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DATA PROCESSING - INTRODIX ot \

Some call it 1.D.P., (Integrated Data Processing), scme call it
E.D,P. (Elsctronic Dats Proceseing), and etill others call it A.D.P.
{Astomatic Date Processing). In all cases Data Processing is the
function of recording, moving, storing, and using information snd
has been going on sinee man first leamed to scratch plobures in
rock., With the increesingly compilested socio-econmmic developmente
«f this ers, the problems of Data Prooesging have become ineredibly
involved and hand-processing of dsta 1s, in most caseas, no longer
econcmically sousd. It simply eosts too much and the results are
rarely svailsbie for manapement use on a timely basis.

Bveryone is familiar, to some degree at lesst, with the trememous
atrides in the production snd distribution of all kindas of products of
industry. The management of records or paperwork has admittedly not keph
pace with technological developments in other fields, and this is s
true in government as it is inm private industry. Mechipes are comonly
used to produwce things repidly, to tranamit informetion guickly over long
distances, apd 1o ddetrivate products on o timely basls. The next step
is logical end inevitable. Machines sust be used to process data if
production and ddstribution of things is not to bog down in s ses of
manuelly managed paperworik.

NS atal L]l
aruniy
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& relstively m £1e14, it is besed on principles of automatic and
semisutomatic machine operations which pecple have accepted for years:
the typewriter, the adding machine, thermostats or the awtomotic setting
of off-cn slpctrics) switches, the player pianc, and wire commnications
mochinss. In each of theose herstofors different fields of relative
automation, people have provided the only link between cne field and
ancther. Today, it is possible to mechanically or alsctrically iink
mochines in these various fields and use them sutomatieally or semi-
automatically to do, with mintmm human interventiom, one integrated |

eywork-processing Job. Obviously, great strides have been mude in

the developmewt of such machines to permit them to be so used, but there
12 nothing reslly mysterious cbout them. People are 8till newded to
supervise the operation of these machines gnd o whole new industry pro-

office personnel vhich increesed use of machine.processing off date will
bring.

fven though the field is & relatively new ope, there are e8ll sorts
of mechines axf& syatems for Dets Processing which heve been developed by
the various memaPecturers in collsboration with setual or potential
customers. Some kinds of papervork jobs lend themselves to mechines
wmore essily than others, and these are the ones which eare ususlly
integreted into a machine system first. In all cases, hosreyer, much
stuly is required vefore a sound decision cen be made on:

1. Which paperwork procedures are logicel ones for machine
spplicetion in s given industry or Goverment agency?
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2. which machine or machines will do the job most

gffectively?
3, What provisioms, if any, should be mede now for future
expansion?
L. Will the savinge be substantial emough to warrant the
expensive))
There ave a wmumber of machine applications to paperwork now being used
in both industry snd government; in scme areas of papervcrk, the savings

are already sppavent, in others there are still cbstacles 10 be overceoe.
14 was steted initially that some people call mechine proceesing

I.D.P,, scae call it E.ﬁ‘at‘ymﬁ some eall 1t A.D.P. The basic cbjectives

elactronic manipulation of informetion; Automatic Deta Processing may or

may not iowlve electronic squipment; usually 1t is concerned with variocus
deseribes the integration of werious date into ons system vhich may employ
electronic, electric, or electro-mechanlical mechines, or & judicious come
bination of ail three, In all cases, of course, the humn element remains
of significant importance. Pecple are what make machines work.

Subsequant articlies will desl with various aspects of I.D.P. in more
detall and will include brief, simple descriptions of the mejor types of

avallisble squipment and thelr mogt efficient uses.

(N4 ?3* -5t 3
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for a moment the owber of control processes it went through
you. Then ask yourself if the document control messares in your office
sre efficient, and is sach cne -« the receipting, mmbering, logging,
revieving, sbetrecting, dating, time-stanping, codln
ghesting -~ yeally necessary for every plece handled?

These control messures, of course, have their place in the Orgeni-

g2, sorting, or cover-

zation. But when thelr overuse or ceplexity wnnecessarily increases clerical
costs, or delsys dscisions and actions vital to both headquarters and the

fmﬁ,;ﬂmmmmmgwmmmzamm. For exsmple,

5 recent Governmentiide study pointed up that a problam generally exists

if;

1. Ap excessive smount of time (from two Yo fowr hours depending
on the size and physical lsyout of the component) elapses betwesn the
receipt of & document in a registry and ite delivery to the sctlon
deeic.

2, All initial eontrol operstions (imelufing routing) for one
document ke more than five mimites.

3. More thon 15 percent of the total iacoming documents recslve
control processing in sdditicon to that required for security puxposes.

4. A routing elip or comtrol form is placed on virtually every

2 ORN

EMT)
S Tigd %!%1
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When these danger signs show up it's a gafe bet that document comtrol
messures (exciusive of those required for securliy eontrol) exceed those
reslly needed to snswer these guestions shout docurmnte that call for
action or deglsiom:
1. HEas & perticular document been received, and 3T o, to vhom
end when was 1t sent for actiom?
2. Has s particular dociment been released, and if so, what
seticn was taken and to whom and when wes it sent?
These guestions can be quickly end simply snewered by thyee forms

s or the field. These are: Form 779, Loestor
and Control Record, (hesdguarters sod field); Form 238, Document Control,
{(hendquarters only); Form 240, Courier Recelipt and log Record {(headguarters
omiy). All three are mltipert forme designed to provide st ong writing enough
coples to meet several needs st &iffevent control points. Tere's how these
forms work:
1. Forms T79 and 238 ave six.part ssts printed on NCOR (No Cerbon

Required) psper. The six parts provide copies for logging and cyoss-

referencing ot the registry level snd et mbordinate points. The 3"

x 5* glips not only esliminste the need for log books, tut slsc provide

a resdy comumications medium for notifying a ventya). reglstyy of the
dispoaition of a document ot & suhordinate point. The file locator
reference o the dosument can also be shown on Foms 238,

2, Yorm 250 is a four-part carbon interlsaved eget. At one
writing, coples of the form are mede for addressing, receipting, and

logging of classified materiel transmitied within besdguarters through

P w}gﬁ
, St |
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the eoamier aystam. The form meets all security requiremsmts for
ping nateriel classeifi=d up through Secret.
3. Forw 240 i also designad Tor use with the new hesdqusrters
sve oaterial classified up through Secxet. It may
alsgs be used az the outer wrwpper for double-wregped meterial, except
that vhich is classified Top Secret. In addition to mesting thess
security requiremants, the new eovaicges Wler thege sdvaybages:
gave $ime - You can eddress an envelpe snd attech & receipt in
ome operetion. Simply insert the receipt in the window pocket on
insert a 3" x 5" omd or slip of pepsr and write it the aldress.
Save safe space - Safe apace will not be needed for used
e Organization, vitally consermed sbout the effect of document
grent of these comftrols in the objectives of 1t Bacords Manage-
ment Progran. Oatdance mey be obtaioed from your Records Officer, and in

RV
[EE T 155’%&‘31
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Field persconel will be interested in the following remerks nads
recently by the Deputy Direetor to members of the ({Tice of Training at
headquartersy

"1'a like to talk briefly about an all-yoar-round themes that of
efficioncy. Every yesr in support of the Organizetion progrem, the
mwmzmmamﬁwwwmmmwmwm
the cougressional committees. It's essentisl that we go before these
people imowing, without reservation in our hearts, that resources in the
Organization sre being used with a maximm of effictency. There are forzal
reporting mechanisme in existence which aim at giving us this sasurance,
but these forumal mechanisme never give the whole story, There is always
the danger M‘bmm‘#tmuwwmwmmrfmﬁ&, and
the difference mey be extremely important,

“Bo today 1 s appealing to the informal; that is, to the spirits snd
attitudes of all Organization employees to mecept, along with the senior
sxecutives, the responsibvility for identifying, digging out, snd eliminating
inefffolency, and thus insuring that our personnel is in full gear. This
task cun be @ keg of worms, but Af everyons goes at it serlously, the need
for more foroal and wndeeirsbly rigid approaches diminishes,

‘nis 1s ome of our grestest challenges. Our Organisstion i doing very
well generally, This past yesr we have absorbed many chores; in fact, over
h0O men-yesrs of work without increases in perscnnel strength. We sve pro=
WSwumwmﬁuaAmpm&naﬁmm&mmmwm
fromt. Fhile ve ean't, because of the mature of our business, blow cur howrn
loudly over our accomplisbments, esch of us can personally be proud of them.

ORTNENTH |

~ a'a‘l
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But let's not rest on our laurels. Let's not gﬁm way to that trals of
human zature to be eternally on the lockout for a place to park. It water
rests, it stagnates; if we rest, we rust., 5o it is the job of 4l) of us

to put up ﬁ’na m&-m” signs for curselves and for our collesgues. M*&ia:m
aud inefficiency must goy Flexibllisy and competence wust expand, Our motto
should be F¥o Farking Here.'|

“Bow vhat can the 0ffice of Training do sbout this? Your courses
provide the opportunity for Organizstion esployess to become more flenidble,
mope capable, and e hope, sove efficient. Buk there is aluays the
queptions Are we trainlog 2ll the right people?

(Laut year, I asked you to come up with nev and positive ways of un-
leashing the oreative energles of our pecple and of inercaning Our OVEr.
all competence. This year, I'm going to remind you of an ol saw which
msy offer further challenge. You have all heard the ssying [The operstion
vas & sucouss, but the patient 41ea] Nost of our training has been effici-
ent, but is it doing the patimnt as Mh good ag it should? Our employees

have leayned, but have they besn able to convert their learning 4o on«the-joh

situations or does thelr job performance resalin substentially ss 1T wes before
their training? Let's look into this in the coming yesr, If the answer is
yes o this latter question, then we may have inefflclent use of our Yesourees.

It our training courses ave magifal and well-developed, sppliestion will
e

poreslly follow, senting only fur Wiﬁy,

“ However, T fully support the Wimm.*a peed to train peaple in
subjeots which today may not be immedintely applled. This ia necessary i
we are 1o grov. It is particularly true of language training whore lead
wime is & key fastor. But wherever possidls, lei's not allow our efforts

-

f ﬂa;r [“E
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to be frustrated, Of course, in po event should the tail vag the dog.
But, assuming that the training is based on scund requiresents, let all
of us be sure that thers sre no practices or organizstion inhibitions
which restrist or block epplication of new skills.

‘Opke your plsces in identifying snd cutting out inefficiency and
fesdvond. Bpresd the word. Continus to 4o & good Job of training in ordexr
to make poople wast to take your courses, Contlmue to ook for new vays
to get eployees into your hends who should have training. The task will
be tougher this coming yesr than In yeers past, Ve shill all be competing
more than ever with tipht ceilings, heavy workloads, and priorities, but
andl its products forwsrd. So let's make the operetion s success and have
the patient live.

ﬁwwmwmmatmmmmmﬂnmym.m,
of the statue of General Rovert B. lee ia Richuond. Scomone made the
comuent that it would take a lot of horses to pull all of those tons of

setal all the way uptown, vhereupon somecuia replied, 'Horses! Dom't lst's
bave hovses pull Genersl Lee. let's pull Minm oursslvas!' The ides caught
1ike wildfire amd swept throughout the city. Pulling on that cable, on

the preseribed day, were rich wen and poor men, lean men and fal aen,

white men, black men, school girls, and even society metrons, tripping akout
on their speol heels. Amid the lsughter and tears, the songs and cheers,
they drev the General's statue in triumph to the place where 1t site today,
looking cut towexd his beloved Southland. As scon as it reached its Zeastina«
tion, every person vanted a plecs of that rope; end for days aftervaxds, hie
would pull & small plece of hemp from his pocket, hold it up, and vith pride
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sy to his friends, ‘I hed hold of the Tope. Ma yout!

712 wa are to socouplish our complex mission, ve nesd ever-incressing
skill end ecmpetence; this fact spells ‘training' in capital letders,
mwwmwmumw 'l bed a hold on the the rope,'”

Approved For ReIemml‘lﬂkIA-RDP78-04724A000200050010-8

NOFORN



Approved For Re|easMﬂE}éﬁ'@{RDP78-047£1A000200050010-8

NOFORN
LIRERALIZED INCERTIVE AVARDS PROFOEED

Senstor Hubert Humphrey, speeking recently at the slaventh annus)
Arthur 3, Flemsing Awards tancheon, expressed the viewv that the restricte
‘tons on the Government's Bmployee Incentive Program arc too tight and need
to bs liberslised., The gnntor said that the progras is e step in the
right direction to encoursge initiative and achievewent in Government, bHut
that, the nusber of avards and their sssh value should be greater.

e deolareds %mgmwbem@mm:wmﬁmiﬁmtm
relatively swall emounts involved, for it is clear thet a modest iavestzent
tn the ineentive swards system has encouraged a measurably greater efficiency
and sgoncemy in Government. It's a good investment.®

Senator Husphrey alsc proposed using the United States' "soft currency”
and counterpart funds in fereign countries ve are aiding to provide eshe
Mkiﬂﬂiﬂaséﬁsmmmmﬂymh!mm;;@stmmmm
Federsl caresr employees. |

fia noted that these funds, which are credited to the United Btates but
are seldom used by us, ¢an be put to grest beneflt by glving cutetanding
Government careerists s chance to expand their cavesrs by goling overseas.

Federsl coresrists could study st universitles of other countries, or
study at first hend cperstione in foreign countries ccmparable to those that
they ave engaged in at home, or consult with aivil servents and offielals of
othsyr countries on common problems, Senstor Humphrey declared. This program
would not lavolve any extra Federal expenditures, it was emphesized.

GONFIDENTIAL

Approved For Release ZOWN CIA-RDP78-04724A000200050010-8



Approved For Release ZWHMP78-O4ZZ4A000200050010-8

NOFORN
ie one of the tep navbers of the Senste vYoroign Relations Committes,

Benator Humphrey is in & good position to start sction on the soft cuvrency
and ecoumterpayt funds idea for Federsl employees.

" CONFIDENTIAL
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